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administrative guidelines 

INTERNAL TRANSFER PROCESS (SUPPORT STAFF) 
 
I. The Human Resources Department created this transparent and easy-to-follow process for 

filling vacant positions. The goal is to ground this in consistency from vacancy to vacancy, 
provide equal opportunity for all to apply, and to keep all decisions student-centered and 
based on what is best for students long-term. 

 
II. The District frequently has open vacancies that need to be filled. For each position that 

becomes available, the District will first offer interested current employees the opportunity to 
apply, prior to opening it to external candidates.  
 

III. Every vacancy or position will be posted on the Wisconsin Education Career Access 
Network (WECAN), with and include an updated job description and salary and benefit 
information, as well as some quick information about the District.  
 

IV. Transferring of Current Employees 
 

A. Required Internal Transfer Process 
 
An administrator or immediate supervisor has the ability to transfer a current 
employee laterally within their department or employee group at any time. The 
employee must be appropriately licensed (if applicable), have the required education 
and/or experience, and be of similar or same FTE to fill the vacancy. 

 
B. Volunteer Internal Transfer Process for Lateral Movement 

 
Current employees who are looking to move laterally, who are appropriately licensed 
(if applicable), have the required education and/experience, and are of similar or same 
FTE, may apply for a transfer via the internal vacancy posting on WECAN.  The 
Administrative Council (or hiring manager and committee) will review all internal 
applicants.  

 
1. If there is only one person interested in transferring into a specific position, 

and they have the required licensure (if applicable) and education and/or 
experience, and are not on a plan of improvement, the hiring committee must 
accept them for the position. 

 
2. If there are multiple individuals interested in transferring into a specific 

position, they will go through a brief interview process with other internal 
candidates only, which will follow procedures established by the Human 
Resources Department.  
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C. Volunteer Internal Transfer Process for Advanced Movement 

 
Current employees who are looking to advance within their department or change to a 
different department will be considered an internal candidate and provided an 
interview, which may be with external candidates.  

 
V. Internal transfer vacancies will be open for at least one week before Human Resources opens 

interviews to external candidates. Internal candidates interested in the position who missed 
the one-week deadline may need to interview with the external candidates for the vacant 
position.  

 
VI. Current employees can review all open positions on WECAN and apply to positions via 

WECAN.  
 

VII. Once an employee is assigned to or accepts a position, the employee must remain in that 
position for at least one (1) year before transferring to another position.  
 

VIII. If an employee was or is on a performance improvement plan (PIP), they must be off that 
performance improvement plan for two (2) years before voluntarily transferring to another 
position.  

 
IX. To enhance communication about vacancies in the District, a weekly email listing any open 

positions in the District will be sent to all staff from the Human Resources Coordinator.  
 

 
Cross References: 
Board Policy 4120 – Employment of Support Staff 
Administrative Guideline 4120 - Hiring Procedures 
 
Adopted:  4/16/18; 5/04/22 
 
 

https://wecan.waspa.org/

